New Hire Orientation Checklist
All Clinical Staff (EBC)
	Employee Name:
	Employment Status (FT, FFS, etc.):

	Home Department:
	Primary Supervisor:

	NOTE:  While not all categories/items pertain to all staff, this checklist presents a comprehensive list of topics that should be reviewed with new incoming clinical staff, based on his/her program assignment.  While some sections may have a “suggested trainer” or “suggested timeframe”, these decisions are ultimately left to the program manager (or his/her designee) based on staffing, expertise, employment status, etc.

Please record completion date for all covered topics, and designate “n/a” if the topic doesn’t pertain to this employee during this orientation period.  The employee and the trainer must also initial each covered topic.  
Submit the completed orientation checklist to Human Resources within one (1) month of the employee’s hire date.



	

	Categories
	Suggested Trainer

Suggested Timeframe
	Completion

Date
	Employee’s initials
	Trainer’s initials

	
	
	
	
	

	Facilities Orientation
	Supervisor/First Day
	
	
	

	Conference Rooms
	
	
	
	

	Copy/fax machines
	
	
	
	

	Escorting Clients to/from appts
	
	
	
	

	Fire drill/evacuation plan
	
	
	
	

	Hazardous Waste/First Aid kits
	
	
	
	

	In/Out Board
	
	
	
	

	Inclement Weather Policy
	
	
	
	

	Interoffice Mail/Mail Room
	
	
	
	

	Keys – if applicable
	
	
	
	

	Lock Windows/1st floor blinds
	
	
	
	

	Office Supplies/Desk
	
	
	
	

	Outgoing Mail/After Hours Mail
	
	
	
	

	Parking/Door Codes/Exits
	
	
	
	

	Staff Directory/Backline Info
	
	
	
	

	Staff Introductions
	
	
	
	

	Telephone/Voice Mail/Paging
	
	
	
	

	Therapy Offices and Shared Space
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Employment Orientation
	Supervisor/First Day
	
	
	

	Dress Code Policy
	
	
	
	

	Fee for Service Agreement (if applicable)
	
	
	
	

	Mileage & Cell Phone reimbursement (PR form)
	
	
	
	

	Petty Cash Request/Policy
	
	
	
	

	Schedule of work hours
	
	
	
	

	Staff Trainings/CEUs
	
	
	
	

	Supervision Logs
	
	
	
	

	Time Sheet Completion/Submission
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Electronic Medical Record & Clinical Documentation
	
	
	
	

	Notify IT/Access Requirements
	
	
	
	

	Password/Log ins
	
	
	
	

	ECHO introduction/orientation
	
	
	
	

	    Care/safety of equipment
	
	
	
	

	    Signature/Remote Access
	
	
	
	

	    Screens/documentation
	
	
	
	

	          Annual assessments
	
	
	
	

	          Biopsychosocial assess
	
	
	
	

	          Chart reviews
	
	
	
	

	          Initial clinical assessments
	
	
	
	

	          Interagencies
	
	
	
	

	          Medication review
	
	
	
	

	          Pre-crisis treatment plans
	
	
	
	

	          Progress notes
	
	
	
	

	          Psychiatric evaluations
	
	
	
	

	          Treatment plans
	
	
	
	

	          Others…
	
	
	
	

	    Task/Needs
	
	
	
	

	    Caseload
	
	
	
	

	
	
	
	
	

	Caseload Reports
	
	
	
	

	CPT Codes
	
	
	
	

	Direct Service Reports
	
	
	
	

	Email/Faxing/PHI
	
	
	
	

	Health Home/CSOC Accrued Time Reports
	
	
	
	

	Intranet Resources
	
	
	
	

	Printer Access/Locations
	
	
	
	

	Productivity Report
	
	
	
	

	
	
	
	
	

	Medical Records
	
	
	
	

	     Confidentiality/HIPAA
	
	
	
	

	     Guide for Clinical 

     Recordkeeping
	
	
	
	

	     Location/Staff/Procedures
	
	
	
	

	     Out guides/paper medical

     records
	
	
	
	

	     Releases/Authorizations
	
	
	
	

	     Sequestered Records
	
	
	
	

	     Shredding boxes
	
	
	
	

	     UM Audit Tools
	
	
	
	

	
	
	
	
	

	Aftercare Plan
	
	
	
	

	ASAM Criteria Overview
	
	
	
	

	At-Risk Procedures
	
	
	
	

	Discharge Planning/Discharges
	
	
	
	

	HIV forms and Testing Referral
	
	
	
	

	Intake Procedures (consent to treat, ROI, etc.)
	
	
	
	

	Laboratory Documentation
	
	
	
	

	Outreach Letters
	
	
	
	

	Scheduling Appointments
	
	
	
	

	Staff to Staff/Case Review
	
	
	
	

	Substance Abuse Treatment Contract
	
	
	
	

	Transfer of Cases/Procedure
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Community/Resources Orientation
	Supervisor/Within First Week
	
	
	

	Area schools, DCYF, hospitals
	
	
	
	

	Catchment Area
	
	
	
	

	CMAP
	
	
	
	

	CNOM
	
	
	
	

	Community Resources List
	
	
	
	

	DATA, RICCMHO
	
	
	
	

	East Bay Community Action
	
	
	
	

	Emergency food assistance
	
	
	
	

	Heating assistance
	
	
	
	

	Libraries
	
	
	
	

	Medicaid/Medicare/Flex
	
	
	
	

	Mental Health Advocate
	
	
	
	

	Other Center Sites
	
	
	
	

	Recreational centers
	
	
	
	

	RIDE Program
	
	
	
	

	Senior Centers
	
	
	
	

	SSI/SSDI
	
	
	
	

	Tap In of Barrington
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Crisis Protocol
	Second Day
	
	
	

	“Yellow Button”
	
	
	
	

	CANTS calls/1-800-RI-CHILD
	
	
	
	

	Crisis Manager/lock down
	
	
	
	

	Crisis Prevention Intervention
	
	
	
	

	Defusing/Debriefing
	
	
	
	

	Dept of Elderly Affairs Hot Line
	
	
	
	

	Emergency exists/Staff Mtg place
	
	
	
	

	ES number, after hours coverage (Gateway)
	
	
	
	

	Opioid Overdose Awareness
	
	
	
	

	Placing a client “at-risk”
	
	
	
	

	Prior ES evaluations
	
	
	
	

	Safety Risk Management Plan
	
	
	
	

	Standardized Emergency Protocol
	
	
	
	

	Suicide Assessment
	
	
	
	

	Unusual Situation Report (USR)
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Roles of Departments
	First Week
	
	
	

	Community Tx Teams (A & C)
	
	
	
	

	     Community Support 

         Outpatient
	
	
	
	

	     Health Home
	
	
	
	

	     Peer Support/Wellness
	
	
	
	

	     RI System of Care
	
	
	
	

	Consumer Benefit & Finance
	
	
	
	

	Emergency Services
	
	
	
	

	General Outpatient Ault/Geriatric
	
	
	
	

	General Outpatient Child/Adolescent
	
	
	
	

	Residential Rehabilitation (group homes)
	
	
	
	

	Suboxone Services
	
	
	
	

	Substance Abuse Services
	
	
	
	

	Vocational Services/CSP
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Operations Manual
	
	
	
	

	Intranet Access/Hard Copies
	
	
	
	

	Review of policy sections
	
	
	
	

	   Assessment
	
	
	
	

	   Care
	
	
	
	

	   Continuum
	
	
	
	

	   Education
	
	
	
	

	   Environment of Care
	
	
	
	

	   Infection Control
	
	
	
	

	   Information Management
	
	
	
	

	   Leadership
	
	
	
	

	   Medication
	
	
	
	

	   Performance Improvement
	
	
	
	

	   Rights, Responsibility, Ethics
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	In-House Pharmacy
	   
	
	
	

	Hours of Operations
	
	
	
	

	Medical / Psych medications
	
	
	
	

	Medication delivery
	
	
	
	

	Medication packing
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	COMMUNITY SUPPORT PROGRAM
	
	
	
	

	Nursing Clinic/Services
	Within First Month
	
	
	

	AXIS-IV
	
	
	
	

	Blood Alcohol Level Testing (BAL)
	
	
	
	

	Clozaril Clinic
	
	
	
	

	Critical Needs
	
	
	
	

	Depo Clinic
	
	
	
	

	Diabetic Protocol/Inform Doctor
	
	
	
	

	Incoming Medical Info/Review
	
	
	
	

	Location of Supplies
	
	
	
	

	Medical/Nutritional Consults
	
	
	
	

	Medication Clinic
	
	
	
	

	Medication Groups (if active)
	
	
	
	

	Medications that Prohibit Admission
	
	
	
	

	Nurse of the Day
	
	
	
	

	Nursing Assessments
	
	
	
	

	Outreach letters
	
	
	
	

	Outside Provider/PCP letters
	
	
	
	

	Personal Medication Documentation
	
	
	
	

	Releases of Information
	
	
	
	

	Reporting of RX to Doctors
	
	
	
	

	Requests for Labs
	
	
	
	

	Side Effects/Interactions
	
	
	
	

	Standing Order Medications
	
	
	
	

	Urine Toxicology Screens
	
	
	
	

	Utilization Review (UR) authorizations/# of days
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	GENERAL OUTPATIENT  PROGRAM
	
	
	
	

	Nursing Services
	
	
	
	

	Requests for Labs
	
	
	
	

	Urine Toxicology Screens
	
	
	
	

	Utilization Review (UR) authorizations/# of days
	
	
	
	

	
	
	
	
	

	
	
	
	
	


